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29 Juna 1973

MEMORANDUM FOR: Deputy Director for Management and Services

SUBJECT : Weekly Report - Office of Training
I. Recent Activities

A, Management Self-Study Program

Additional materisl in the form of textbooks is being requisitioned
in order to provide background for the basic idems contained in the audio
snd video tapes already requisitioned. The reading 1ist will include such
texts us W Objectives by John Humble, The Motlvation to Work
by Prederick ',"nuaaf_timxi Peter Drucker, New

§ %
A

Pavid k. Be

1o, anc ive

by Y. 1. Batten, Effoctive Commmication by |
| %mm%im . These books will be Tocated
it the three plamned sell-study centers.

STATINTL

In addition, we have ordered Series I of the "Effective Management
Progra=® developed by International Behavioral Consultants. This consists
of ten cassettes covering basic topics such as esployee interviewing,

] &N P off to & good start, getting responsibility into the
job, developing standards of performance, helping an employee learn his
ob, the performance appraisal interview, the salary interview, managing

' pline, handling perscnal problems, and employes development. Again,

each self-study center will be supplied one copy.

B. Pudamentals of Superyision and Managewent

Twenty-two students attended a special FSM 18-22 June. This course
was schaduled to satisfy the ovorflow of students who were unable to
sttend regulsrly scheduled FSMs and would not be able to attend the next
schaduled FSM in October because it is filled.

€. Technical Writing Course

On 27 Jume Mr. |, contract instructor for the "Practical
¥riting” course being conducted for Office of Commmications employees,
met with representatives from the Office of Technical Service/DS§T,
Information Services Division/DO, and Central Reference Service/DI to

peRNAL USE ONDY,
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discuss deve & single comprehensive course to meet their specisl
o ts fechnical writing. Although invited, NPIC did not send
@ representative. As 2 vesult of the meeting, the offices represented
STATINTL will subumit to detailed requirements from which he can develop
a course outline for approval. If it is decided to implement such
a course, the first session is scheduled tentatively for ecarly fall at

STATINTLL___]
p. July 1973 CT Class

The voster for the July 1973 CT Class is now complete. There will be
28 in the class; 23 of whom are externals. four of these are women.

B. YVisit by OF Msmuttve

STATINTL
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monthly audit system and that he will EEINUATTCTS TepITSTItaTive
first of the FY 1974 accountings.
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, ’mmtdfwusmofwmmtmmW.
, !ﬂntcmktﬁafnmmsofthefm,‘mmﬁtom,"
mww:bﬁdhgmdsmmm-mmmm. This was
followed wp by 1 s student seminar at the Shoreham, Half of
the audience : oinghSchnoltmhzrs,theotherhﬂfma
students. mmlhmmmimsmmlyfortmhen.but&is
m(mﬁm.aftm'u’&hmr)mmm&thamiﬁm
sassion for students.

m;:azefﬂxmmtiwmkl .fwmm@m&s
{ imataly 100) was conducted en y of this week, COIR's
Br AmMﬂcerhasgimu:hafthﬁ‘fwmﬁworminﬁm
and fmction of the Agency. Plans call for a meeting of all summer
qlqrmmtmmm)rtom:umby%ﬁ.mlby.

I1.

Plans have reached an advanced stage for 3 special Information Science
Workshop for the Office of Finsnce tentatively scheduled for December 1973.
Also, two meetings have been held with the Imagery Anzlysis Service look-

tm&amlpmgmfarthﬁrpetmlmmn 1974, Thsse

be the first wmmt—aﬁenud courses attempted by the Information
Science Training £
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5. Mesting on Agency TV Services

¥We have scheduled s meeting for Monday, 2 July, in Headquarters, of
mwﬁtiws of components concerned with procurement and use of
; sion eg t. Components to be represented are[ | (RS, OTS,
OJCS, NPIC and ‘ STATSPEC

$ince it is the first meeting on the subject of TV utiliration, we
leaklte it as 2 sessim primbiiy M ﬁth identifying cngsmt*s
prodlems from which plans can Tenilat subsequent meet to
deal with these probgm

STATINTL

Alfonso Rodrigues
Birector of Training
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